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Adagio Invoices 93B: Import Invoices: Revised August 25, 2021:  
 

Adagio Invoices will import new invoices, retainage invoices and credit notes to Open or Archive Batches.   

 

Adagio Invoices has 7 Detail only style Default import templates to demonstrate how little or how much 

information may be imported.  There are also sample import files to match each template in the sample data: 
 Invoices 1 - Minimum fields Default: QIINVIM1.CSV : Customer code, Item code, Quantity Shipped.  
 Invoices 2 - Shipto info Default: QIINVIM2.CSV : Invoices 1 plus Reference, Territory, Description 1, Purchase 

Order, Ship to code & address. 
 Invoices 3 - Item info Default: QIINVIM3.CSV : Invoices 2 minus Ship to code & address, plus Item description, 

Unit price, Unit cost. 
 Invoices  4 - Item & Header Default: QIINVIM4.CSV : Invoices 2 minus Ship to code & address, plus Invoice 

number, Invoice date, Ship Via, Ship FOB, Contact, Salesperson, Quantity Ordered, Item description, Unit price, 
Extended price. 

 Invoices 5 - Item, Header & Ship Default: QIINVIM 5.CSV : Invoices 4 plus Ship date, Ship to code & address. 
 Invoices 6 - Item, Bill, and Ship Default: QIINVIM 6.CSV : Invoices 5 plus Terms code, Tax group, Customer 

name, Bill to Addresses, Item tax status, Unit cost. 

 Invoices 7 - Legacy format Default: QIINVIM 7.CSV : Use this template to import batches in the 81B and earlier 
import style. If you are importing Inventory items, modify this template to add IC specific fields for Price List, 
Location, Category, Item Reference, & Unit. To import Invoices & Inventory Items, modify the import file so that 
the IC specific fields match the import template.  
 

You can create import templates, provided the import file contains certain required fields.  The import file must 

match the list of fields in the Import template. Note that the Header and detail information are on each line. If 

you have an invoice with 50 items, there must be 50 lines in the import file with the same Header information 

(except the New detail indicator). 

 

For more information on setting up your import file and template properly, please see the Template 

Requirement Notes below. You can also review all available fields that can be included in the Table of fields. 

 

For information on specific types of data, see the Data Types section. 

 

You may delete the default import/export templates that are not useful to you. However, if you delete all of the 

import/export templates, the list of default templates will be recreated. 

 

File Information tab 
Use this tab to set the File format.  Excel, ASCII CSV (Delimited), or ASCII Fixed Length are the most 

commonly used File Formats. 

 

If you choose to use ‘Auto-import on startup’ for this template, you must also ‘Delete import file on success’. 

 

If you wish to import to Archive Batches instead of Open Batches, choose the option, ‘Import to archive 

batches’. 

 

If you choose ‘Delete attached docs from source?’ and the field Attach PDF is imported or defaulted, the 

attached PDF files are deleted from the source location when import is done and has completed without errors. 

 

  



Copyright 2021 by Softrak Systems Inc. All rights reserved. 2 

Minimum Fields Required to import an Invoice Batch 
 

Field Name Default Type Length Notes 

Hdr-New invoice String 1 Must be in Import File 

Hdr-Header type String 1 
May be in Field Defaults 

Hdr-Customer code  String 6 

Item code String 6/16 Must be in Import File 

Item type String 2 May be in Field Defaults 

 

Required Fields 

These fields will be required to be in Import Field Selection, Selected fields or Field Defaults based on other 

fields selected: 

 

For Miscellaneous Customers:  

Hdr-Check 

 

This field will be required in Import Field Selection, Selected fields or Field Defaults, Defaulted fields based on 

the Customer’s Invoicing tab options: 

If ‘Require PO?’ is enabled, Hdr-Purch. order. 

 

Template Requirement Notes 
 Header (Hdr) fields must precede the detail fields. 

 Hdr-Header type may be: 

o I - Invoices  

o C - Credit Notes 

o R – Retainage 

 Hdr-Header type C for Credit Notes can only be imported if the security group has the option: Allow 

Credit notes, selected. 

 Hdr-New invoice is Y for the first row of a new document.  The rest of the rows for the document must 

be N so that the records are grouped together. 

 If Hdr-Customer update type is imported, it must be the first Customer field imported.  Customer fields 

that are not in the import file or template will be read from the Customer’s record. 

 

 Use C1 if the Customer information is to be read from the Customer’s record.   

o Hdr-Tax group and Hdr-Tax type come from the Customer’s Ship to code.  The Ship to code 

comes from the Customer’s Invoicing tab. If the Customer does not have a Ship to code, the 

Default ship code from the Company Profile will be used if the Customer has a matching Ship to 

code.  If there is no Ship to code, the Tax group and Tax type from the Invoicing tab will be used.  

If the Customer’s Tax group is blank, the Default tax group from the Company Profile will be 

used.  If the Company Profile’s code is also blank, import will fail.   

o Ship to information will be read from the default ship to code on the Customer’s record.  If there is 

no Ship to code, the Customer’s address will be used.  

 

 Use C2 if the Customer information is to be read from the import file or the Field Defaults on the import 

template.  If a Customer field is not included in the import template or it is blank in the import file, it 

will default from the Customer record with the exceptions listed below:   

o If the address fields are imported, Hdr-Cust addr1/street1 to Hdr-Cust addr3/street3 must be 

selected. Then include either: Hdr-Cust address 4 OR Hdr-Customer city and Hdr-Customer state.  

o Hdr-Tax Group comes from the Ship to code in the import file.  If the import file has no Ship to 

code, the Ship to code comes from the Customer’s Invoicing tab. If the Customer does not have a 
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Ship to code, the Default ship code, from the Company Profile will be used if the Customer has a 

matching Ship to code.  If there is no Ship to code, the Tax Group from the import file will be 

used.  If the Tax Group is blank in the import file, the Default tax group from the Company Profile 

will be used. If the Company Profile code is also blank, import will fail.   

o Hdr-Tax type will be imported.  If Tax type is not imported or defaulted on the template, the tax 

type will come from the Ship to code in the import file.  If the import file has no Ship to code, the 

Ship to code comes from the Customer’s Invoicing tab. If the Customer does not have a Ship to 

code, the Default ship code, from the Company Profile will be used if the Customer has a matching 

Ship to code.  If there is no Ship to, the Tax type from the Customer will be used.  

o Hdr-Ship to code will be read from the Import file.  If there is no Ship to from the import file, the 

Ship to code comes from the Customer’s Invoicing tab. If that is blank, the Default ship code, from 

the Company Profile will be used if the Customer has a matching Ship to code.   

o Shipto information will be read from the import file.  With C2, fields that are not in the import 

template will be read from the Customer’s Ship to or from the Customer if there is no Ship to.  The 

Shipto information fields, besides Tax Group and Tax type noted above are: Territory, Price list, 

Salesperson, Location, G/L Dept, FOB and Ship via. 

o If the ship to address fields are imported, Hdr-Ship to addr1/street1 to Hdr-Ship to addr3/street3 

must be selected. Then include either: Hdr-Ship to address 4 OR Hdr-Ship to city and Hdr-Ship to 

state.  

o If Hdr-Price list is in the import file and it is blank, it will not default from the Customer’s record. 

 

 If the Hdr-Customer code is for a Miscellaneous Customer, Hdr-Check is required to be imported or 

defaulted.  See: Additional Notes, Invoices & Credit Notes with Payments 

 If the Hdr-Invoice no is null in the import file (no characters nor spaces) and the ‘Increment’ option is 

selected in the Company Profile, then the next document number will be assigned. If Increment is not 

on, the imported invoice number will be the value from the Company Profile for the Next number field.  

It will be the same for all imported invoices. 

 Hdr-Invoice date must be imported if the invoices are for items that have Sale pricing in an IC Alternate 

price list. 

 Hdr-G/L accounting date will only appear if ‘Allow edit of accounting date?’ has been selected on the 

System Options tab of the Company Profile. 

 Hdr-Purch. order will be required if ‘Require PO?” is enabled on the Customer’s Invoicing tab. 

 Hdr-Header opt 1 and 2 refer to the ‘Optional Fields’ in the Company Profile, at the top left of the 

Optional fields tab.  You can have up to 2 fields and define a data type for each.  The length and type 

depend on the data type selected. Leave the field blank if they are not used. Set the length to 15 for all 

types if the import file is ASCII Fixed Length. 

Data Type  Type  Length 

Amount Number 13  

Units  String  15 

Text  String  15 

Date  Date  6 – 8 

 Hdr-Optional fields only appear if the Optional Field Titles in the Company Profile are non-blank.  The 

defined Field titles will be displayed in the Field/Default Selection lists.  

 Optional text fld 1 – 3 may be validated.  If these fields have been set up as a ‘Combo box’ or ‘Finder 

field’, import will respect the settings for ‘Add on the fly?’, ‘Allow blank?’ and ‘Verify?’. 

 Hdr-Inv orig must be blank for an Invoice document.  It may be blank for a credit note.   

 If Hdr-Terms code is imported, other terms fields in the import file are ignored. If Hdr-Terms code is 

imported as a blank for invoices and the other Terms fields are imported, the terms fields will be read for 

special terms.  If Hdr-Terms code is imported as a blank and the other terms fields are not in the import 

template then the Terms code defaults from the Customer. 

 Terms information does not apply for CN documents.  Import blanks or 0s instead. 
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 Hdr-Discount base will be calculated if 0.00 is the imported / defaulted value. If it is not 0.00, it cannot 

be greater than sum of Detail amounts.  It is affected by the Company Profile settings for: Include misc 

charges in discount base and Include tax in discount base.  

 Hdr-Misc amount 1&2 must be defined in the Company Profile, Optional fields tab before they are used 

in import. Note: These fields are not taxable.  If the charges should be taxed, define items instead.  

 If the Text-Type is T1, the text will be read in based on the imported Hdr-Text code.  If not imported, 

the Text code from the Customer’s Invoicing tab will be used.  If both are blank, the Company Profile 

Default text code will be used.  If the Text type is T2, the text lines will be read from the import file. 

 Text-Line 1 to Text-Line 10 fields are limited by the Company Profile, System Options for Lines of text 

and Width of text. Text fields over the specified number of text lines will be ignored on import. 

 If the Item type is D1 or D2, the detail line is for an Invoices Item. Item type I1 or I2 is for Inventory 

Items.  D1/I1 means that the Description, Quantity, Item Cost, Item Price and Text will be read from the 

Item file.  D2/I2 means that the Description, Quantity, Item Cost, Item Price and Text will be read from 

the Import file. 

 Opt field 1 - 2.  This field is Optional field 1 for Invoices Items.  The length and type depends on the 

data type selected. Leave the field blank if they are not used. Set the length to 15 for all types if the 

import file is ASCII Fixed Length. 

Data Type  Type  Length 

Amount Number 13  

Units  String  15 

Text  String  15 

Date  Date  6 – 8 

 Extended Price will be calculated by the program if it is 0 in the import file. 

 Total before tax will be calculated by the program if it is 0 in the import file. 

 Det-Optional fields only appear if the Optional field titles in the Inventory Company Profile are non 

blank. The defined Field titles will be displayed in the Field/Default Selection lists with “I/C item” as a 

prefix. 

 IC Optional text fld 1 – 3 may be validated with Invoices.  If these fields have been set up as a ‘Combo 

box’ or ‘Finder field’, import will respect the settings for ‘Add on the fly?’, ‘Allow blank?’, and 

‘Verify?’. 

 Item G/L account will default from the Invoices item’s Acct/Dept or from the Inventory item’s Category 

code.   

 Item G/L department will default from the Invoices item’s Acct/Dept or for an Inventory item, from the 

Customer’s Ship to code.  If G/L Dept is blank on the Ship to record, the department will come from the 

Territory code. If G/L Dept is blank on the Territory, then it will come from the Location code. If GL 

dept is blank on the Location code, the Department for the Sales Revenue account in the Item’s category 

code will be used. 

 

Additional Notes: 

 

Multicurrency 

 Invoices are always in the currency of the Customer.  
 Hdr-Rate Type will default from the Customer’s Control Account Set, Default rate type.   
 The Hdr-Rate Date and Hdr-Exchange Rate will default from MultiCurrency Rates, based on the Date 

Matching and Rate Operation set on the Rate Table for the Rate Type.  
 The currency of the Hdr-Tax group must match the Customer’s currency or import will fail. 
 If Hdr-Payment Method is imported or defaulted from the Customer, it will set the currency of the 

payment. 
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Documents with retainage 

 Hdr-Retainage percent will default from JobCost Job Retainage receivable percentage or if it is 0, from 

the Receivables Company Profile setting for Default retainage %. 

 Hdr-Retainage due date will default from the JobCost Job Due date. If it is blank, it will be calculated 

based on the Receivables Company Profile setting for Default retention period. Hdr-Retainage Due date 

will be ignored if Hdr-Retainage amount is calculated as 0.00. 

 Hdr-Retainage amount will be calculated if 0.00 is the imported / defaulted value. If it is not 0.00, it 

cannot be greater than sum of Detail amounts.    

 If importing a credit note with retainage: Hdr-Original Invoice Number must also be imported / 

defaulted. 

 Hdr-Retainage Due date will default from the JobCost Job Due date. If the invoice is not job related, it 

will be calculated based on the Company Profile setting for Default retention period. 

 If the document has retainage but not associated with a Job, leave the Hdr-Job Number field blank. 

 Hdr-Discount base will be reduced by Retainage.   

 

Retainage invoices 

 Hdr-Original Invoice Number must be imported. 

 

JobCost documents 

 Hdr-Phase and Hdr-Category will appear in the list of import fields if the Company Profile is set with 

the Job Tracking Level using Job-Phase-Category. Validation depends on the Revenue level of the Job 

Hdr-Job/Phase/Cat may also be imported as a single field. If Hdr-Job/Phase/Cat is used and Jobs, Phases 

and Categories do not use the full 6 digits, make sure that the import file has the proper spacing between 

the 3 fields. 

 The Item G/L account displayed will default from the Invoices item’s Acct/Dept or from the Inventory 

item’s Category code.  However, because the detail is Job related, the account will be overwritten by the 

JobCost Billings Account defined in the Receivables Company Profile. 

 The Item G/L department displayed will default from the Invoices item’s Acct/Dept or for an Inventory 

item, from the Customer’s Ship to code.  If G/L Dept is blank on the Ship to record, the department will 

come from the Territory code. If G/L Dept is blank on the Territory, then it will come from the Location 

code. If GL dept is blank on the Location code, the Department for the Sales Revenue account in the 

item’s category code will be used. However, because the detail is Job related, the account will be 

overwritten by the JobCost Billings account/department defined in the Receivables Company Profile. 

 

Invoices & Credit Notes with Payments 

 

Minimum Fields Required to import a new Invoice or Credit note with a Payment 

 

Field Name Default Type Length Notes 

Hdr-New invoice String 1 Must be in Import File 

Hdr-Header type String 1 

May be in Field Defaults Hdr-Customer code  String 6 

Hdr-Check String 12 

Item code String 6/16 Must be in Import File 

Item type String 2 May be in Field Defaults 

 

Adagio Invoices 

 Hdr-Check must be non blank to save a Payment.  If it is imported or defaulted as “AutoAssign”, 

posting will update the Check number to match the invoice/credit note number.  
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 If Hdr-Check is imported or defaulted and Hdr-Cash Payment is not, the Payment will be calculated as 

the Total after tax or, if there is retainage, the Net invoice amount. Payment discounts will NOT be 

calculated.  

 If Hdr-Check is imported and it is not blank, the ‘Default Payment’ method will default from the 

Customer’s Invoicing tab or from the ‘Payment’ method on the Ship To Address.  If the defaulted 

Payment Method is a Category 3-Credit Card and the Credit Card information is updated for that 

Payment method, the Credit Card information will default from the Customer or the Ship to Address 

unless an override is imported. 

 If Hdr-Payment method is imported, Hdr-Check must be imported/defaulted. If Hdr-Payment method 

isn’t in the import template and Hdr-Check is imported or defaulted, the Customer’s ‘Default Payment’ 

method will be used. 

 Hdr-Credit card (Last 4), Hdr-Credit card exp. date, and Hdr-Credit card name may be imported, with a 

Category 3 – Credit Card Payment method. 

 Hdr-Credit card exp. date  requires a special date format: mm/yy  

 The Bank GL Account and Department default from the Payment method if used, otherwise from the 

Hdr-Account set that is imported or associated with the Customer. 

 If the Hdr-Customer code is for a Miscellaneous Customer, Hdr-Check is required to be imported or 

defaulted and the document must be fully paid.  If Hdr-Cash Payment and Hdr Cash Discount are in the 

import template, they will be ignored to ensure that the Invoice or Credit note is fully paid. 

 

Adagio Payments 

 Hdr-Check must be non blank to save a Payment.  If it is imported or defaulted as “AutoAssign”, 

posting will update the Check number to be the Document number.  

 If the Invoices Company Profile, System options, setting for ‘Pre-authorized debits file format’ is not 

‘None’ and the Customer, Accounting tab option for ‘Pre-auth debits?’ has been selected, ‘PAD’ will be 

selected on the Payments tab of an Invoice unless Hdr-Payment method is imported or defaulted and it is 

a Category: 9-Online Credit Card.  

 Hdr-Payment method must be imported or defaulted from the Customer/Ship to and it must be a 

Category: 9-Online Credit Card to use Adagio Payments Credit card processing. 

 Hdr-Payment method will default from the ‘Payment’ method on the Ship To Address or the ‘Default 

Payment’ method from the Customer’s Invoicing tab.   

 For Non Miscellaneous Customers, Credit card fields will default from the Customer from the "Credit 

Card Id" on the Ship to Address, then from the “Preferred card” CC Id or, if there isn’t one, the first 

Credit Card Id on file that matches the Credit Card Processor on the Hdr-Payment method, unless an 

override is imported.  The Credit Card “Type” on the Payment method is not matched to the “Type” 

selected on the Customer Credit Card.  You may choose to have a single Payment method set up for 

Online Credit Card receipts.  If the Customer has multiple Credit cards on file, import the Hdr-Credit 

Card Id or the Hdr-Credit Card Vault Id as well as the Payment method. 

 

Importing Overrides 

 If Hdr-Customer code is imported, it must be prior to any other Credit card fields.  

 Hdr-Credit Card Id OR Hdr-Credit Card Vault Id can be imported.  An import template cannot be saved 

with both.  If Hdr-Credit Card Id or Hdr-Credit Card Vault Id are in the import template, they must be in 

the import file.  They cannot be defaulted.   

 Import Hdr-Credit Card Id if the import file is for Customers with Credit Cards vaulted in Adagio.  The 

Credit Card Processor does not have to be set up with the Username and Password.   

 If Hdr-Credit Card Id is imported or defaulted, the other Credit card fields are ignored even if it is blank 

in the import file.  If Hdr-Credit Card Id is blank in the import file and there are Credit Cards for the 

Customer, the “Preferred card” or, if there isn’t one, the first Credit Card Id on file that matches the 

Processor on the Hdr-Payment method will be defaulted.   

 Import the Hdr-Credit Card Vault Id if:  
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o Customers have multiple Credit Cards in Adagio. 

o Customers and Miscellaneous Customers are included in the Import. 

o Customers have Credit Cards in the vault that are not in Adagio. 

 

The Credit Card Processor in Adagio Receivables must be set up with the Username and Password.  If it 

is not, the imported Hdr-Credit Card Vault Id will be ignored without warning and the Customer’s 

“Preferred card” or the first Credit Card Id on file that matches the Processor on the Hdr-Payment 

method will be defaulted.  If the Customer does not have a Credit Card on file, there will be an import 

error. 

 

 Hdr-Credit Card Vault Id must be non blank and it must be in the vault. 

 If the Hdr-Credit Card Vault Id is for a Credit Card that was vaulted but not through Adagio, import will 

add the new Vault ID to the Customer’s Credit cards unless the Customer is a Miscellaneous Customer. 

 

The Processor Code will default from the imported or defaulted Payment method. 

 

The Billing address will default from the vault. 

 

The Credit Card Id, Description and Credit Card type will default from the vault. If these fields are blank 

in the vault, they will default to these settings:  

Credit Card Id - CARD01, CARD02, etc.   

Description - ‘Auto-added on import’ plus the import date.   

Credit Card - ‘Type’ - Other/Unspecified. 

 Documents for Miscellaneous Customers require Full Payment. If Hdr-Cash Payment and Hdr Cash 

Discount are in the import template, they will be ignored to ensure that the Invoice or Credit note is fully 

paid. 

 The Processor code for the credit card must match the payment method Processor code or there will be 

an import error.  

 If there are no credit cards on file for the Customer/Processor code, there will be an import error. 

 

Importing Transactions processed in another program 

 When the Credit Card Processor in Receivables has the Username and Password, payment information 

defaults from the vault based on the Transaction ID. 

o Credit Card Pre authorizations, Sales or Credits that have been processed in another program can 

be imported into Invoices, after the fact.  Captures will result in an Import error:  Import ‘Hdr-

CC Trans ID’ only for Pre-authorizations, Sales or Credits. 

o None of the Payments fields are editable for a Sale or Credit except the Check number. The 

Payment cannot be edited in Invoices and will not be resubmitted by posting.  When viewed, the 

Payments screen will show this message: Payment was captured in external application. 

o You may import the Hdr-Cash Payment field.  However, the Hdr-Cash Payment amount from the 

import file/template will be overwritten by the Authorized amount for the Pre authorization, Sale 

or Credit.  

 

If the Invoice or Credit note is for a Miscellaneous Customer, the Amount due on the Totals tab 

MUST be 0 or you will not be able to post the document. 

o The Payment, Discount, Account set and Acct/Dept fields remain editable for a Pre 

authorization. 

o Import the Hdr-CC Trans Id.  If the Vault Id is only in the vault, import will add the new Vault 

ID to the Customer’s Credit cards unless the Customer is a Miscellaneous Customer. 

o If the Hdr-CC Trans Id is imported, the Hdr-CC Auth. Code and any other credit card fields will 

be ignored.  Do not import them. 
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 When the Credit Card Processor in Adagio Receivables does not have the Username and Password, 

payment information in the vault can’t be verified: 

o Credit Card Pre authorizations that have been processed in another program can be imported into 

Invoices after the fact.   

o Import the Hdr-CC Trans Id and the Hdr-CC Auth. Code.  If the Hdr-CC Auth. Code is blank for 

the Pre authorization, the import will fail.  

o Payments for Miscellaneous Customers can’t be imported. 

o Credits may be imported but the Transaction Id will be cleared. 

 

DocStore 

 Hdr-Attach PDF may be used to import or default an attachment file.  The attachment must be a PDF 

file.  A blank path is valid and will be ignored.  If non-blank, the path must be valid.  The filename must 

be valid. 

 

Project Tracking 

 Project Tracking must be enabled in the Ledger Company Profile and Receivables must be 9.3B to 

reveal Project in the Import field list. 

 If another project name is used in place of Project, this term will display as the field title. 

 The Ledger account must have Project Tracking, Receivables must be 9.3B and the Item must have 

Amounts enabled in order to include a Project code value. 

 Validation is also performed if the account is defined to require projects or to restrict them to be within 

specified range(s). 

 If Item Project is in the imported fields but it is blank in the import file, the Customer’s default Project 

will be used. 

 For Inventory Items, Item code, IC Category, IC Location, Item G/L account and Item G/L dept must 

precede Project in the Selected Fields List.  For more accurate verification, overrides to the Item’s 

Category, Location and Account/Department should be imported and not defaulted. 

 If Projects are imported or defaulted but the Account/Department does not support project tracking, the 

Item Project field will be blank. 

 

Timeledger Imports 

 Invoices Import templates need to be customized to match the exports from Timeledger.  Timeledger 

exports are available from the Maintenance menu, Export, Export Timeledger data in saveable custom 

formats.  

 Time and Expenses cannot be exported to a single file.  

 Simple export templates have been created in Timeledger for Time for Adagio Invoices and Expenses 

for Adagio Invoices. Invoices and JobCost Sample data have new Import Templates to match the 

Timeledger Export formats: 

o Timeledger Time Import 

o Timeledger Expense Import 

 

For JobCost sample data, these import templates have also been added. 

o Timeledger Time Import AJ 

o Timeledger Expense Import AJ 

 

There are also sample import files to match each template in the sample data.  

 

The fields in Timeledger that were used for Headers are Client Code, Client Link Code, Project Code, 

Project Link Code, Project Category and Project Name. Invoices import templates have these header 

fields: Customer, Purchase Order, Ship to or Job/Phase/Category, Reference, Price list, Description.  
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For Details, the Timeledger fields are: Activity Link Code/Expense Type Link Code, Activity 

Code/Expense Type Code, Date, Hours/Quantity, Bill Rate/Unit Price, User Code and 

Description/Description For Invoice.  In Invoices, the fields are Item type, Item code, Item date, Qty 

Shipped, Unit price, Reference, Item text 1.  Expenses can be defined with or without quantity so the 

Expense Export Templates include Expense Total. Invoices used Extended price:  
o Timeledger Time Import: QITLTime.xlsx  
o Timeledger Expense Import: QITLExp.xlsx 
o Timeledger Time Import AJ: QITLTimeAJ.xlsx  
o Timeledger Expense Import AJ: QITLExpAJ.xlsx 

 

 If you choose to create a new Export Template, these Timeledger tables contain the most fields: 

Time – Time Entries for Invoice (with linked data) 

Expenses – Expenses for Invoice (with linked data) 

 Project Change Indicator (New) is the equivalent of Hdr-New Invoice.  Timeledger will create a new 

invoice on change of Project. 

 For Timeledger Exports for Time entries, use Activity fields to represent Items. For Expenses, use 

Expense Type fields. 

 

If Invoices and Inventory Items are being used, use Activity Link Code or Expense Type Link Code for 

the Item Type field and set it to I2/D2.  If only one is being used, Item Type should be in Field defaults 

and the Timeledger Link Codes may be used for another purpose.   

 

Table of fields 
 

Field Name Default 

Type 

Length Req 

? 

Default if not 

imported 

Notes 

Hdr-Header type String 1 Y N/A ICR-See Template Requirement Notes  

Hdr-New invoice String 1 Y N/A Y/N See Template Requirement Notes 

Hdr-Customer update type String 2 N C2 See Template Requirement Notes:C1/2 

Hdr-Customer code String 6 Y N/A Must be valid and non blank 

Hdr-Customer name 1-2 Strings 40 N Cust  

Hdr-Cust addr/street 1-3 Strings 40 N Cust If imported, Hdr-Cust addr1/street1 to 

3 must be included and Hdr-Cust 

address 4 OR Hdr-Customer city and 

Hdr-Customer state 

Hdr-Cust address 4 String  40 N Cust 

Hdr-Customer city String  30 N Cust 

Hdr-Customer state String 20 N Cust 

Hdr-Customer country  String 30 N Cust  

Hdr-Customer zip String 20 N Cust  

Hdr-Customer contact  String  30 N Cust  

Hdr-Customer tel String 20 N Cust  

Hdr-Customer fax String  20 N Cust  

Hdr-Customer email String 160 N Cust  

Hdr-Description 1-2 Strings 40 N Blank  

Hdr-Reference String 12 N Blank  

Hdr-Purch. order String 15 N* Blank See Template Requirement Notes 

Hdr- Header opt 1 – 2 Strings 15 N Blank See Template Requirement Notes 

Hdr-Salesperson String 6 N Shipto/Cust  

Hdr-Customer type String 1 N Cust Blank (Base) or A to E 

Hdr-Territory String 6 N Shipto/Cust  

Hdr-Ship to loc String 3 N Shipto/Cust  
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Hdr-Price list String 6 N Shipto/Cust Inventory Items 

Hdr-Ship date Date 6-10 N Doc Date  

Hdr-Ship via String 20 N Shipto/Cust  

Hdr-Ship fob String 20 N Shipto/Cust  

Hdr-Tax group String 6 N Shipto/Cust See Template Requirement Notes: C1/2 

Hdr-Tax type Number 1 N Shipto/Cust 0-9 

Hdr-Tax exempt 1 – 2 Strings 15 N Shipto/Cust  

Hdr-Job String 6 N Blank JobCost datasets 

Hdr-Phase String 6 N Blank JobCost datasets with integration at  

Job-phase-category. See Additional 

Notes: Job Costing documents 

Hdr-Category String 6 N Blank 

Hdr-Job/Phase/Cat String 18 N Blank 

Hdr-Ship to code String 6 N Cust See Template Requirement Notes:C1/2 

Hdr-Ship to name 1-2 Strings 40 N Shipto/Cust  

Hdr-Ship to addr/street 1-3 String 40 N Shipto/Cust If imported, Hdr-Ship to addr1/street1 

to 3 must be included and Hdr-Ship to 

address4 OR Hdr-Ship to city and Hdr-

Ship to state 

Hdr-Ship to address4 String 40 N Shipto/Cust 

Hdr-Ship to city String 30 N Shipto/Cust 

Hdr-Ship to state String 20 N Shipto/Cust 

Hdr-Ship to country String 30 N Shipto/Cust  

Hdr-Ship to zip String 20 N Shipto/Cust  

Hdr-Ship to contact String 30 N Shipto/Cust  

Hdr-Ship to telephone String 20 N Shipto/Cust  

Hdr-Ship to fax String 20 N Shipto/Cust  

Hdr-Shipto email String 160 N Shipto  

Hdr-Optional text fld 1-3 Strings 30 N Blank 
These fields will appear using the 

Optional Field Titles in the Company 

Profile. 

Hdr-Optional date fld 1-2 Dates 6-10 N  Blank 

Hdr-Optional amount fld 1-2 Numbers 13 N 0.00 

Hdr-Optional unit fld 1-2 Numbers 16 N 0.0000 

Hdr-Invoice no String  12 N Profile See Template Requirement Notes 

Hdr-Inv orig String 12 N Blank See Template Requirement Notes / 

Additional Notes : Retainage Invoices 

Hdr-Invoice date Date 6–10 N Session See Template Requirement Notes 

Hdr-G/L accounting date Date 6-10 N Invoice date See Template Requirement Notes 

Hdr-Terms code  String 6 N Cust 

See Template Requirement Notes 

Hdr-Due date Date 6-10 N Calculated 

Hdr-Discount percentage Number 16 N Terms 

Hdr-Discount base Number 16 N Calculated 

Hdr-Discount date Date 6-10 N Calculated 

Hdr-Retainage due date Date 6-10 N See Notes Retainage datasets.  See Additional 

notes: Documents with retainage Hdr-Retainage percent Number 16 N See Notes 

*Hdr-Exchange Rate Number 16 N Rates 

See Additional Notes: Multicurrency *Hdr-Rate Type String  2 N Defaults 

*Hdr-Rate Date Date 6-10 N Rates 

Hdr-Misc amount 1 Number 16 N 0.00 Create in Company Profile before 

importing. Hdr-Misc amount 2 Number 16 N 0.00 

Hdr-Retainage amount Number 16 N Calc Retainage datasets.  See Additional 

notes: Documents with retainage 

Hdr-Payment method String 6 N* Cust See Additional Notes: Invoices & 

Credit Notes with Payments and 

Adagio Payments 

Hdr-Check String 12 N* Blank 

Hdr-Cash Payment Number 16 N 0.00 



Copyright 2021 by Softrak Systems Inc. All rights reserved. 11 

Hdr-Cash Discount Number 16 N 0.00 

Hdr-Account Set String 6 N Cust 

Hdr-Cash Account String 6 N Pay method, 

Acct Set Hdr-Cash Department String 6 N 

Hdr-Credit card (Last 4) String 4 N 
Cust/Shipto/

Blank 

See Additional Notes: Invoices & 

Credit Notes with Payments 
Hdr-Credit card exp. date Date 5 N 

Hdr-Credit card name String 40 N 

Hdr-Credit Card Id String 6 N Cust/Shipto/

Blank 

Adagio Payments only. See Additional 

Notes: Adagio Payments 

Hdr-Credit Card Vault Id String 15 N Cust/Blank 

Hdr-CC Trans Id String 15 N 

Blank Hdr-CC Auth. Code String 6 N 

Hdr-CC Auth. Amount Number 16 N 

Hdr-Attach PDF String 255 N Blank See Additional Notes: DocStore 

Text-Type String 2 N T2 T1/2. See Template Requirement Notes 

Text Code String 10 N Cust/Profile  

Text-Line 1 - 10 Strings 75 N T1 / T2 Ignore if T1, only read for T2.  

Item type String 2 Y N/A See Template Requirement Notes. 

Item code String 6/16 Y N/A 6 for Invoices, 16 for Inventory 

Item description String 40 N Item Item / Alternate Price List Item 

IC Category String 3 N Item  

IC Location String 3 N Hdr-Ship to 

loc 

 

Qty Ordered String 14 N 1  

IC Unit String 10 N Item pricing Inventory items 

Qty Shipped String 14 N 1  

Qty Back ordered String 14 N 0  

Item date Date 6–10  N Doc Date See Data Types and Additional Notes 

Reference  String 12 N Blank  

Item tax status Number 1 N Item 0-9 

Opt field 1 – 2 Strings 15 N Blank See Template Requirement Notes. 

Item text 1 – 10 Strings 75 N I1 / I2 See Template Requirement Notes. 

Item G/L account String 6 N Item / Cat 
See Template Requirement Notes 

Item G/L department String 6 N Item / Cat 

Item Project String 18 N* Blank See Additional Notes: Project Tracking 

Item-Job phase String 6 N Hdr-Phase 
JobCost datasets with integration at  

Job-phase-category 
Item-Job category String 6 N Hdr-

Category 

IC Price List String 6 N Hdr-Price list Inventory items 

Unit cost String 14 N IN Item IC item cost is info only 

Unit price String 14 N Item Based on pricing 

Extended price String 13 N Calc  See Template Requirement Notes. 

Price adjustment % String 13 N 0.00 0 if not used 

Total before tax String 13 N Calc See Template Requirement Notes. 

IC Optional text fld 1- 3 Strings 30 N Item 
These fields will appear using the 

Optional Field Titles in the Company 

Profile in Inventory.  

IC Optional date fld 1-2 Dates 6 - 10 N Item 

IC Optional amount fld 1-2 Numbers 13 N Item 

IC Optional unit fld 1-2 Numbers 16 N Item 

  MultiCurrency fields are marked with a * in the field name. 
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  Date fields are set to ASCII – YYYYMMDD format. 

  Req ? fields with a * are required depending on other settings. 

 

Data Types and Additional Notes 

 

Dates: 

 4 possible formats to choose from: 

 ASCII YYYYMMDD – 2 or 4 digit year formats allowed (“190128” or “20190128”). 

 Date – The Julian date format as a number of days since Dec 31 1899. (ie 37649). 

 WinFormat – The ‘short date format’ as defined in the Windows Regional Settings (ie “01/28/2019”). 

 User specified – Set the desired date format exactly as it is in the import file (ie MMM dd yyyy if this 

date is formatted Jan 28 2019). Do not use 'User-specified' date format with Excel. Format cells in Excel 

affects the display but not the stored value for the date. 

 Credit card exp. date uses a special format: mm/yy 

 

Strings: 

 Extra characters after the defined field length will be ignored. 

 

Numbers: 

 Negatives use a leading ‘-‘. Note for Credit notes, enter all amounts as positive. 

 If decimal amounts are required, they must be entered into the import file. 

 

Booleans: 

 ‘True’ can be defined either as a 1 character string “T” or the number 1 

 ‘False’ can be defined either as a 1 character string “F” or the number 0 


